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WHAT IS UCR ONLINE?

UCR Online is a web-based system that was built to securely and accurately manage 
Louisiana’s crime statistics.  The system collects all UCR report information from ev-
ery agency across the state and compiles it into one secure database.  The program 
can be accessed from any computer with internet access and is compatible with In-
ternet Explorer and Mozilla Firefox.  

  
UCR ONLINE OVERVIEW

The flowchart above gives a brief overview of the UCR system.  The flow of the sys-
tem begins with the agency users.  Agency users can add and submit new reports 
online, save a report-in-progress to complete later, view the status of a submitted re-
port, and edit previously submitted reports and re-submit them to LCLE.  After LCLE 
receives the submitted UCR report, they have the ability to approve the report and 
forward the information to the FBI, or reject the report.  If a report is rejected, it is 
reverted back to the agency user to review, edit, and re-submit.  





2

SECURITY FEATURES

The flowchart above gives an explanation of the security measures that were built 
into the UCR Online system.  Each user will be given a user name and an encrypted 
password in order to access their account and will only see data from their autho-
rized agencies.  The web site has a SSL certificate giving the user a secure session.  
This ensures that data leaving one machine is encrypted until it reaches the server.  
Furthermore, the database server is isolated from the application server and is pro-
tected with a fire wall.  This means that there is no internet access to the database 
server where all crime data is stored.  The database server is located in a national 
hosting site where the physical environment is closely monitored to ensure the pro-
tection of the server and all of its information. 

TYPES OF USER ACCESS

UCR Online has four different types of user access: LCLE administrative access, LCLE 
management access, LCLE user access, and agency user access.  Administrative ac-
cess is strictly for managing user accounts and agency profiles.  Management access 
is a read-only type access allowing users to review all submitted reports.  LCLE user 
access is the user type that is allowed to accept or reject reports and submit them to 
the FBI when necessary.  They are also allowed to switch to an agency user mode to 
input data if smaller agencies are not yet using the online system.  Agency users are 
the external users that enter and submit UCR reports to LCLE for approval.  
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HOW TO LOGIN

To access the UCR Online system, type ucronline.lcle.la.gov into a web browser.  This 
will bring you to the site’s login page.  Type your user name and password into the 
appropriate text boxes and click ‘Login.’  See a LCLE administrator if you have not 
been assigned a user name and password to enter the system.  

EXPLANATION OF STATUSES

There are five different statuses in the UCR Online program: Agency Working, Sub-
mitted to LCLE, LCLE Approved, Rejected by LCLE, and Submitted to FBI.  

A report will be in the Agency Working status when an agency user begins working 
on a report, saves the report, but does not submit the report to LCLE.  If an agency 
submits a report to LCLE, but they go back into the report, edit it, save it, but do not 
re-submit it to LCLE, it will return to the Agency Working status.  It will stay in this 
status until the report is submitted to LCLE by the agency user. 

A report will be in the Submitted to LCLE status when an agency user submits a 
report to LCLE, when an agency user re-submits a report to LCLE (no matter what 
status it was previously in), or when an LCLE user edits a report but does not ap-
prove or reject the report.  It will stay in this status until LCLE approves or rejects 
the report. 

A report will be in the LCLE Approved status when an LCLE user approves a report.  
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It will stay in this status until an LCLE user submits the information to the FBI.  If 
any user edits the report and re-submits the information, it will revert to the Sub-
mitted to LCLE status.    

A report will be in the Rejected by LCLE status when an LCLE user rejects a report.  
It will stay in this status until the agency user reviews and edits the report and re-
submits it, which will revert it to the Submitted to LCLE status.  

A report will be in the Submitted to FBI status when an LCLE user submits the report 
to the FBI.  It will stay in this status unless a user edits the report and re-submits it, 
which will revert it to the Submitted to LCLE status.  

BASIC REPORT INFORMATION

Each report is set-up similar to the FBI paper forms.  Instructions to complete each 
report are available by clicking the ‘View Instructions for this Form’ link at the top 
of each report.  Each report also has a history log which can be seen by clicking the 
‘History’ button at the top of the page.  The log records status changes in the report, 
who changed the status, and the date the status was changed.  A notes field is also 
available by clicking the ‘Notes’ button at the top of the page.  All reports calculate 
totals for the user in the dark gray rows and columns.  Some reports include valida-
tion to check totals and will tell the user if the numbers do not match correctly.  The 
program fills in the agency identifying information for the user on each report.  

ADMINISTRATIVE FUNCTIONS

The main function of the administrators is to manage users and manage agencies.  
Upon logging in, the user will be directed to the main menu.  

Manage Users
From the main menu, the user can access the Manage Users page by clicking on the 
link located on the navigation menu at the top of the page or the orange link in the 
center of the page.  Once on the Manage Users page, the administrators has the 
ability to add a new user, search existing users, or access an existing user’s profile.  
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To add a new user, click the green ‘Add New User’ button (this feature can also be 
accessed through the navigation menu).  Fill in the necessary information and click 
‘Create User.’  

To search for a specific user type in the existing user list, use the drop down menu 
located at the top of the page.  Once a user type is selected, the page will automati-
cally filter the list.  The default setting on the filter is to show all user types. 

Administrators can view or edit each individual’s account by clicking on the ‘User 
Info’ link on the left side of the row.  After the necessary information is changed, 
click ‘Update User.’

To assign a user their authorized agencies, click the ‘User Agency’ link on the row 
containing the appropriate user’s information.  NOTE: This link will only show up 
for two of the four user types: LCLE User and Agency User. Select the appropriate 
agency from the drop down menu and click ‘Add.’  If the agency was successfully 
added, a row will appear with the agency’s name below the drop down menu.  To 
delete an agency, click the orange delete link on the correct row.  Click ‘Done.’

Manage Agencies
From the main menu, the user can access the Manage Agencies page by clicking on 
the link located on the navigation menu at the top of the page or the orange link on  
the main page.  In the Manage Agencies page, the admin has the ability to add a 
new agency, search by existing agencies, or access an existing agency’s profile.  
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To add a new agency, click the ‘Add New’ button (this feature can also be accessed 
through the navigation menu).  Fill in the necessary information and click ‘Create 
Agency.’  

To search for a specific agency in the existing agencies list, use the drop down 
menus located at the top of the page.  The user can filter by agency name, ORI#, 
or parish.  Click ‘Filter’ to sort the list.  The default setting on the filter is to show all 
agencies.  

To view or edit an agency profile, click ‘Select’ on the corresponding row.  Change 
the necessary information and click ‘Update Agency.’

LCLE MANAGEMENT FUNCTION

LCLE Management access is a read-only account.  After logging in, the user will be 
taken directly to the View Reports page.  
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The user is allowed to filter the list of reports by agency name, ORI #, parish, report 
type, report period and status.  Click ‘Filter’ to sort the list.  The default of the filter 
is to show reports that are in the ‘Submitted to LCLE’ status.  

To review a report, click on the ‘Select’ link on the corresponding row.  This will open 
a PDF output of the report.  

LCLE USER FUNCTION

LCLE users are the managers of the UCR reports.  Their main functions are to view 
reports and submit data to the FBI.  LCLE users can also function as an agency user 
by switching into ‘data entry mode.’
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View Reports
An LCLE user can view all reports in the system by clicking on the ‘View Reports’ link 
on the navigation menu or the orange link on the main page.  

The user is allowed to filter the list of reports by agency name, ORI #, parish, report 
type, report period and status.  Click ‘Filter’ to sort the list.  The default of the filter 
is to show reports that are in the ‘Submitted to LCLE’ status. 

To review a report, click on the ‘Select’ link on the corresponding row.  The report 
will open in an editable form.  NOTE: If the report is in ‘Agency Working’ status, it 
will open into a PDF form since it has not officially been submitted to LCLE yet and 
should not be approved or rejected at this time.  The LCLE user has the capability to 
edit and save the report, print the report, approve the report, or reject the report.  
If the report is rejected, a box will pop-up titled ‘Reason for Rejection.’  Type the 
reason this report is being rejected and the message will be delivered to the agency 
user so they can make the appropriate changes.  The user can review the history log 
for each report.  
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Submit Data to FBI
An LCLE user can access the Submit Data to FBI page by clicking the ‘Submit Data to 
FBI’ link on the navigation menu or the orange link on the main page.  

 

From this page, the user can filter reports by agency, month, year, or report type.  
To print all reports in ‘LCLE Approved’ status, leave the filters on the default setting.  
If the user does not click the check box next to ‘Submit to FBI’ the reports will not 
changed to the ‘Submitted to FBI’ status.  When clicking ‘Print Reports,’ the reports 
will be generated in PDF format.  

Switch to Data Entry Mode 
The ‘Switch to Data Entry Mode’ link is only available from the LCLE user main menu.  
This is where a LCLE user can switch to Agency user access if they need to enter 
reports for agencies they manage.  See the ‘Agency User Function’ section below for 
instructions on how to navigate these screens.  The function to switch back to man-
agement mode is located on the main menu of ‘data entry mode.’

AGENCY USER FUNCTION

Agency users are the external users in the UCR Online system.  They add and submit 
new reports to LCLE through the web-based program.

NOTE: If the agency user has more than one authorized agency, the initial screen 
the user will see will prompt them to pick the agency they want to work with.  An 
agency can only access one agency’s reports at a time.  Click the select link next to 
the appropriate agency. 





10

From the main menu, the agency user can add a new report, view existing reports, 
switch to a different agency (only if they have multiple agencies under the account), 
and review reasons for rejected reports.

  

  

Add New Report
The user can add a new UCR report by clicking on the ‘Add New Report’ link on the 
navigation menu or the orange link on the main page.  The user will be prompted to 
select the type of report they wish to file.  Once selected, the row will turn orange.  
Next, select the appropriate month and year and click ‘Next.’  NOTE:  If the user at-
tempts to add a report that has already been started, the system will automatically 
open the started report.  The system will not allow two identical reports for the same 
month/year to be filed.  
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When the report form opens, the user will fill in the appropriate information and 
either save the report or submit it to LCLE.  An LCLE user cannot access and ap-
prove or reject a UCR report until the agency user has submitted the report to LCLE.  
The user can add notes to the report, if necessary, by clicking the ‘Notes’ button at 
the top of the screen.  The user also has access to instructions for each report by 
clicking the ‘View Instructions for this Form’ link.  All agency identifier information, 
except for the Chief, Commissioner, Sheriff, or Superintendent data element, will be 
filled in for the user by the system.  Each report will be discussed in detail later in 
the manual.

View Existing Reports
The user can view all of their agency’s existing UCR reports by clicking on the ‘View 
Reports’ link on the navigation menu or the orange link on the main page.  The user 
can filter their agency’s reports by report type, report period and status.  Once all 
the parameters have been set, click ‘Filter.’  The default sort will return all reports in 
‘Agency Working’ status.  

Click the ‘Select’ link on the appropriate row to open and review a report.  This 
function is for the agency user to review a report, print a report, continue working 
on a saved report or edit a report that has already been submitted.  
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Switch Agency
If the agency user has more than one authorized agency under their user name, a 
link will appear on the main menu and the navigation menu to allow the user to eas-
ily switch between different agencies without having to log out of the system.  

Rejected Reports
When a report is rejected by an LCLE user, a box will pop-up titled ‘Reason for Re-
jection.’  The LCLE user will type a reason the report is being rejected and the mes-
sage will appear on the agency user’s main menu.  The user can click on the orange 
report link to be brought directly to the rejected report.  After the agency user has 
addressed the problem, the notice will disappear.  

REPORTS

The following is a description of all the reports collected by the UCR Online system. 
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Age, Sex, and Race of Persons Arrested, 18 Years of Age or Over
The ASRA is a report that collects information on arrested individuals 18 years of 
age or over.  The report calculates all sub-total and totals automatically.  The report 
also automatically checks that for each offense, the number of individuals in the age 
total matches the number of individuals in the race section.  Detailed instructions for 
completing the form can be accessed by clicking the ‘View Instructions for this Form’ 
link.  
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Age, Sex, and Race of Persons Arrested, Under 18 Years of Age
The ASRJ is a report that collects information on arrested individuals under 18 years 
of age.  The report calculates all sub-total and totals automatically.  The report also 
automatically checks that for each offense, the number of individuals in the age to-
tal matches the number of individuals in the race section.  Detailed instructions for 
completing the form can be accessed by clicking the ‘View Instructions for this Form’ 
link. 
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Return A and Supplement to the Return A
The Return A is a report that deals with offenses known to the police.  This report 
calculates all totals automatically.  Detailed instructions for completing the form can 
be accessed by clicking the ‘View Instructions for this Form’ link. 

Once the above portion is filled out, the user has the option to check off boxes to 
state that they will not be filling out certain reports if the values are zero.  

If the user does not check the box stating that no Supplement to the Return A will 
be filed, a button will appear at the top of the page after the initial information has 
been saved.  





16

Click the ‘Supplement’ button and the Supplement to the Return A will open.  The 
report checks to make sure the totals for each offense on the Return A match the 
offense totals on the Supplement to the Return A.  The monetary value of property 
stolen much match the monetary value grand total on line 77 (shown by the yellow 
boxes).  
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Monthly Return of Arson Offenses
The Monthly Return of Arson Offenses is a report that counts arson offense known to 
law enforcement.  This report calculates all totals automatically. Detailed instructions 
for completing the form can be accessed by clicking the ‘View Instructions for this 
Form’ link. 
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Quarterly Hate Crime Report
The Quarterly Hate Crime Report incorporates the traditional Hate Crime Incident 
Report and Quarterly Hate Crime Report into one screen.  The user will fill in the 
incident information and click ‘Add.’  This will add a row to the top of the page.  To 
enter more details for the first incident, click the select link on the created row.  The 
user can now enter offense codes for this incident.  To add another incident, click the 
‘Add New’ button.  Any incidents that need to be deleted should be added under the 
‘Incidents To Be Deleted’ function. 

Once all the incidents for the quarter have been entered, the output generated by 
the system will be the in the form of a Quarterly Hate Crime Report.  The system will 
count the number of incidents and attach each one in the print out. Detailed instruc-
tions for completing the form can be accessed by clicking the ‘View Instructions for 
this Form’ link. 
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Law Enforcement Officers Killed or Assaulted
The LEOKA is a count of officers killed or assaulted.  The report calculates all totals 
automatically.  Detailed instructions for completing the form can be accessed by 
clicking the ‘View Instructions for this Form’ link. 
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Supplementary Homicide Report
The Supplementary Homicide Report is a report that collects data on victims and of-
fenders in homicide cases.  Enter all the information for the incident and click ‘Add.’  
Once incidents are added, they will be placed under their respective category; Mur-
der and Nonnegliegent Manslaughter or Manslaughter by Negligence.  
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Monthly Gaming Arrest Report
The Monthly Gaming Arrest report collects gaming related crime information.  Input 
the necessary information and click ‘Add.’  The number of arrests reported will auto-
matically be calculated.  

Monthly Gaming Offense Report
The Monthly Gaming Arrest report collects gaming related crime information.  Input 
the necessary information and click ‘Add.’  The number of arrests reported will auto-
matically be calculated.  


